
P«,e. lot r 
D e p a r t m e n t of G e n e r a l 

Services 
Records Management Division 
7275 Waterloo Road (Rte. 175) 

P.O. B o x 275 
Jessup, Maryland 20794-0275 

Prepare in Duplicate 

Retain one (1) copy and 
forward original to address 

on left. 

Reporting Agency 

D e p a r t m e n t of G e n e r a l 
Services 

Records Management Division 
7275 Waterloo Road (Rte. 175) 

P.O. B o x 275 
Jessup, Maryland 20794-0275 

Prepare in Duplicate 

Retain one (1) copy and 
forward original to address 

on left. 

D e p a r t m e n t of G e n e r a l 
Services 

Records Management Division 
7275 Waterloo Road (Rte. 175) 

P.O. B o x 275 
Jessup, Maryland 20794-0275 

Prepare in Duplicate 

Retain one (1) copy and 
forward original to address 

on left. Division or Unit 

D e p a r t m e n t of G e n e r a l 
Services 

Records Management Division 
7275 Waterloo Road (Rte. 175) 

P.O. B o x 275 
Jessup, Maryland 20794-0275 

Prepare in Duplicate 

Retain one (1) copy and 
forward original to address 

on left. 

CERTIFICATE OF RECORDS DISPOSAL 

Authorization 

No. Description of Records 
(Same Title as listed on 

Schedule) 

Retention 
Schedule No. 

Item 
No. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of 
Disposal 

St? CtrHzJ*^ 

I hereby give permission to ttoej^cordjpkeegpr to mark the above boxes and have ready for disposal by approved recycling 
company^. 

I hereby c£jrttf̂ nat the records listed above were disposê -ef-as4ndicated. 
Signature 

DGS 550-2 (rev. 1/93) 

Title Date 



RECORDS REQUESTED TO BE DESTROYED (NLP) RETENTION FACILITY - 2011 

Request 
Date 

Person 
Requesting 

"75 i—i— 
Department 

Departments 
Records Coordinator File Name or Box Name File # or 

Box.* 

Date set 
to be 

removed 

Vangel signature 
of assigned 

driver 

Certificate of 
destruction 

received 

1 /<1?6- /<?<?/ 

1 ^o6p^ 

Signatun Date: 
Appointed Department Records Coordinator 

Signature: Date: 
Appointed Department Assistant 

Signature:. Date: Signature: 
Office Services • Records Management Coordinator 

Date: 
Office Services - Records Escort 

NLP is closing - files.records,boxes once removed willnot be able to return. (Relocation) of files/records to (DMT) Dunmarwill be decided by Office Services/Dept Coordinator 
Please D r i n t t h i s twice -oneforme requesGng Coordinatorand one for OFS Records Management - Attach the customers email or written request for validation. 

Only remove what i s listed on the form - Paper work and approvals are needed for additional r ^ u e s t _ _ 

Office Service Escort will open/close doors and will remain with the person ass igned until the request i s completed w > t i . 

Office Services will assist the requesting department's assigned g f f i ^ ^ j ^ ^ P ^ ^ ^ " J ° ^ 2 S 2 ^ j ° ^ P ^ 5 3 U P by Vangel. — j - , — 

^eTaKTMbSt"RECORDS ARJE PRIVATE - NO ONE IS TO VIEW O R PULL ANOTHER DEPARTMENTS R E C O R D S - Accept for Office Services with approvals 



RECORDS REQUESTED TO BE DESTROYED (NLP) RETENTION FACILITY - 2011 

Request 
Date 

Person 
Requesting 

~7l J 
Department Departments 

Records Coordinator 

/) I f 
File Name or Box Name File # or 

Box# 

Date set 
to be 

removed 

Vangel signature 
of assigned 

driver 

Certificate of 
destruction 

received 

/ ' / 
• ' 

O 1 3 3 

— — i /*> 

u > 4 m 
Signature^ 

Appointed Department Records Coordinator 
Date: Signature: Date: 

Signature:. Date: 

Appointed Department Assistant 

Signature: 
Office Services - Records Management Coordinator Office Services - Records Escort 

Date: 

NLP is closing - files.records.boxes once removed will not bo able to return. (Relocation) of files/records to (DMT) Dunmar will be decided by Office Sorvices/Dept Coordinator 

Please print this twice - one fbrthe requesting Coordinator and one for OFS Records Management - Attach the customers email or written request for validation. 

Only remove what is listed on the form - Paper work and approvals are needed for additional request 

Office Service Escor t will open/close doors and will remain with the person ass igned until the request i s completed _ _ ^ 

Office Services will assist the requesting department's assigned rep with the preperation of records to be picked up by Vangel. ^ 

DEPARTMENT RECORDS ARE PRIVATE - NO ONE IS TO VIEW O R PULL ANOTHER DEPARTMENTS R E C O R D S - Accept for Office Services with approvals 



RECORDS REQUESTED TO BE DESTROYED (NLP) RETENTION FACILITY - 2011 SlHi^-2ZS7 

Request 
Date 

— 7~ 

Person 
Requesting 

—yi -h~r 

Department Departments 
Records Coordinator 

—— J — . i , 

File Name or Box Name F i l e * or 
B o x # 

Date set 
to be 

removed 

Vangel signature 
of assigned 

driver 

Certificate of 
destruction 

received 
n 

/ / o 
r 

/v fa 

If-
J? str> 

t 

JP ^ 3 

Signature/^ /j/J/Z^^?* 
r/c Date: 

Appointed Department Records Coordinator 
Signature: 

Appointed Department Assistant 
Date: 

Signature: 

Office Services - Records Management Coordinator 
Date: Signature: Date: 

Office Services - Records Escort 

NLP is closing .files.records.boxes once removed will not be able to return. (Relocation) of files/records to (DMT) Dunmarwill be decided by Office Services,Dept Coordinator 

S g l S * ^ ^ emai. orwritten request for validation. 

O n l y remove what is listed on the form - Paper work and approvals are needed for additional reauest 

^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ S ^ 1 ^ 1 ^ assigned rep with the preparation of records to be picked up by Vangel. 
DEPARTMENT RECORDS A R E PRIVATE - NO ONE ' S TOVIEW O 



i 

RECORDS REQUESTED TO BE DESTROYED (NLP) RETENTION FACILITY - 2011 

Request 
Date 

3M. 

Person 
Requesting Department 

JfiL 

S i g n a t o r y s^rfch^fi'A^&Lt^ZZ 

Departments 
Records Coordinator File Name or Box Name File # or 

B o x # 

Office Service will complete and provide 
Date set 

to be 
removed 

Vangel signature 
of assigned 

driver 

Certificate of 
destruction 

received 

Appointed Department Records Coordinator 
Date: Signature: 

Appointed Department Assistant 
Date: 

Signature:, 

Office Services - Records Management Coordinator 
Date: Signature:. 

Office Services - Records Escort 
Date: 

NLP is closing - fiIes,records,boxes once removed will not be able to return. (Relocation) of files/records to (DMT) Dunmar will be decided by Office Services/Dept Coordinator 

Please print this twice - one for.the requesting .Coordinator and one for O F S Records Management - Attach the customers email or written request for validation. 

Only remove what is listed on thejonri - Paper work and approvals are needed for additional request 

Office Ser^ce^ Escor t wii^open/close doors and will remain with thejaerson ass igned until the request i s completed _ ^ 

Office Services will assist the requesting department's assigned rep with tee preperation of records to be Priced up by Vangel. 

DEPARTMENT RECORDS A R E PRIVATE - NO ONE IS TO VIEW OR PULL ANOTHER DEPARTMENTS RECORDS - Accept for Office Services with approvals 


